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16 February 1978 


RECORDS REVIEW PROCEDURE 

INDEX TO REVIEW. ftCIlOlSJUWWRC . 

1. A 3x5 index of materials reviewed by RRB personnel at WNRC/ 
Suitland will be maintained at Headquarters by a clerical assigned 
this specific duty. The purpose of the index is to avoid multiple 
reviews of the same document and to assure uniformity of action taken 
on the same document. 


2. The file will b e established by r eport series. Thus, at 


present there will be an__ 
a unique numbering system 


eries. Each of these have STATINTL 


3. Some materials may not have a unique number, such as adminis- 
trative records; however, they may have Registry Numbers, which are 
unique but may not run as consecutively as those in reports series. 
Nevertheless, the Registry Number can be used, taking care that the 
originator's number only is used. Materials of this kind can be 
divided into the DCI and the Directorate series. 


4. The clerk will enter on a 3x5 card pertinent information from 
the Form 4023A completed by the reviewer when the initial action is 
taken. This will include: 

a. Unique number in upper right hand corner. 

b. Date of document. 

c. Review date. 

d. Review number. 

e. Action taken, as follows: 

TS - Original classification retained. 

S - Classification retained or the document was 
downgraded from TS. 

C - Classification retained or the document was 
downgraded from TS or Secret. 

U - Document was declassified. 

5. Once the basic file is established, CIA documents to be reviewed 
at NARS will be checked against the file before review by RRB personnel. 
This process will begin with the reviewers obtaining NARS-prepared work 
sheets for materials to be reviewed the following week. 
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, + , 6 * bs ! ng the work sheets, the clerk will check the uniaue numbers 
of the CM documents against the card index. When a card i^found b 

thfwo^sheefwmT cf al ^ dy . J een take " on a Particular document, 
tne work sheet will be stamped in the appropriate column usina the 

stamp provided by NARS. The clerk will then enter the review daJe 

shown on the card file, the reviewer's number, and the final classifi 

“IJSJe?? ' WOrk SheSt5 Wl " b ° retUr " ed t0 the 


, . .J' Reviewers will use the work sheets on their next and surreedinn 
visits to Suit! and, entering on the documents found to have been pre- 9 
viously reviewed the information provided on the work sheet Reviewers 

T the rP™^c ti vUy ' VpoAt 

exceed the Staler ^ nob be ^ oni P leted » production statistics may 
xceed the total of those shown by totalling the Form 4023As. ^ 
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Doc. No.j_ 
Doc. Date: 


Review Date:_ 
Reviewer No, 2 
Final Class: 


Clerk to enter information in the order shown above. No 
need to have pre-printed cards at this time. 
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